If you know a portion of the employee’s name simply type as much as you know
in the To: field and then click the Check Names button:

&

A window will appear displaying matching names. Select the desired name from
the list.

/) Check Names -- Web Page Dialog =

Microsoft Qutlook Web Access Found mare than one "ellis"

Do you wank Eo:

f" Delete this recipient From the lisk

Cancel |

C Change ko

Ellis, Dioug (CrothalfDElis@Crathall, com Propetties. .. |

Ellis, PhillPhil. Ellis@Compass-Group. Co, UK]

Ellis, Russel[russelelis@eurast, com, au]

Elliz, Sarah[sarah, elis@compass-group, oo, uk)

Ellis, Simon[Simon. Ellis@exch. compass-usa.com)
Harrell, Ellison[Ellison. Harrelli@exch,compass-usa,can]

When the E-Mail is complete and properly addressed, click on the Send button to
send the message. If you are not ready to send the message, click on the Save
button. This will save the E-Mail to your OWA Drafts folder. You can retrieve
and send this message later by clicking on the Drafts folder, which is accessible
from the Folders view of the OWA menu bar.

Message Attachments

If you wish to attach a document or other file to the E-Mail you are sending, either
click on the Paperclip icon on the message toolbar or on the Attachments
button underneath the subject line.

lm | Attachmenta: |

Either one of these will open up the Attachments Window.
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Attaching documents using OWA takes a couple of steps.

<} Attachments - Web Page Dialog x

iy

& Help

Choose a file to attach:

Browse. . |

Add the file to the list
Aktach

L

Current file attachments

Remaove

.

Close

1. Click the Browse button to choose the file you wish to attach. From the
dialog box that appears select the desired file and click OK.
2. Click the Attach button to actually attach the file to your message. You

must wait until the file name appears in the “Current File Attachments” box
before you continue.

3. Repeat steps 1 and 2 for any additional files you wish to attach.
4. Click Close when you are done.

Message Options

When typing a message you have several options.

Text Formatting

[Mormal =] & |arial =il A B I U I O

I
1]
i

£
(EEl
B
[11

4

I
TR dl
i

You can change various aspects of the font and paragraphs by choosing from
the options on the bottom message toolbar. You can change the font type, style,

size, color, highlighting (bold, italic, etc.) alignment (right, left, center), indent, and
also add bullets and numbering.
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High/Low Importance

18]

To mark a message with a high importance indicator (exclamation point) or low
importance indicator (down arrow) click the appropriate button on the message

toolbar.

Spell-check
v

Spell-check is a new feature in this version of OWA. The first time you initiate
the spellchecker you must choose a language for the checker. In order for the
spellchecker to operate correctly you must select English (United States).

2 Spelling - Outlook Wehb Access -- Weh Page Dialog x|

© You must select a language before the spelling in this document can be
checked.

Spelling Language:

| Blways check spelling before sending

Check Document | Cancel I

The spell-check feature works the same way as in other Microsoft applications.
More spell-check options can be found in the Options window of OWA.
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More Message Options

Click on the Options button to display more options.

“}Message Options -- Web x|

~Message setkings

_“g Importance. [TTEAATNNINE ~ |
- Sensitiviky IN:::rmaI vI

= Tracking options

r Request a delivery receipt For this message

r Request a read receipt For this message

Close I

You can use the Tracking Options to receive a notification when the E-Malil
message has been either delivered to the individual's Inbox, or when the
message has been read (or deleted without being read) by the individual.

Note:
Message tracking only works reliably when sending to another individual on the
ASPAN E-Mail system.

Replying to and Forwarding Existing Messages

Replying to and Forwarding existing messages can be done in two ways. From
the Inbox highlight the message you desire to reply to or forward and click on the
appropriate button on the Inbox toolbar.

=5 il
aaal

Notes:

If you select Reply to All , your message response will be sent to the
sender and all of the recipients. This means that if you choose Reply to
All when responding to a message that originally sent to a distribution list
your response will be sent to all the distribution list members!

If you choose Forward , any attachments to the original message will be
sent to the new recipient. If you choose Reply or Reply to All , the
attachments will not be sent.

OWA User’s Guide Page 15



E-MAIL RULES

This new feature in OWA 2003 allows you to automatically file messages in your
Inbox or in sub-folders based on criteria that you setup. For example, if you have
subscribed to an E-Mail list such as with JCAHO you can setup a rule to file all
messages from JCAHO in a folder that you designate.

To setup E-Mail rules click on the Rules shortcut on the left side of the screen.
Click on New... to display the Rules setup window.

/4 Edit Rule : Dutlook Web Access -- Web Page Dialog j x|

e
|l Save and Close| & Help
1% |

Rule Mame {opkional)

\When a message arrives

Where the

From Field contains | [E9] |

Subject contains

Importance is Ay -
Senk ko
People or Diskribution Lisk [E5] |
O is ™ sent only ko me
Then

% Move it ko the specified Folder
- Copy it to the specified Folder
T Delete it

" Farward it to (Ll |

¥ keep a copy in my Inbox

You can file a message based on the From field or from words in the Subject
Line. You can also file messages based on their importance flag (high, low, or
normal). All three of these criteria can be used together.

You can also file messages that have been sent to you and many other
recipients (a distribution list).
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Then you should select the action that you want OWA to take. It can either move
or copy it to a folder that you designate (by clicking on the Specified hyperlink
and selecting the desired folder), delete it, or forward it to someone else.
Forwarding a message to someone else can be useful if you go on vacation and
need someone else to take care of important items (i.e. messages from your
client) while you are away.

Once you have made your selections and given your rule a name you should

click Save and Close to save the rule. You can manage rules you've created
from the main Rules window.
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DELETED ITEMS

When you delete items from your Inbox they are moved into the Deleted Items
folder. Deleted items from your Calendar, Tasks, and Contacts also end up in
the Deleted Items folder.

Items in the Deleted Items folder are not removed from OWA (and the E-Mall
server) until you empty the Deleted Items folder. To do this you can either click
on the Empty Deleted Items icon on the Deleted Items toolbar, or you can right
mouse click on the Deleted Items folder on the menu bar and select Delete
ltems.

&l

or

F i Folders LR Y
3 (5 TEST, Crothal '
] Calendar
=] Conkacts
eleted Ikems
Lg,ﬁl Draf &% Update Folder
L Inb L Open
53 Jouy Cpen in New, .,
g Junt {a] Empty Deleted Ttems

.| Mote=

= Cuthox
'-_I Sent Ikems

i"i Tasks
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CALENDAR AND APPOINTMENTS

Viewing the Calendar

The default view of the calendar is the current day with a smaller view of the
current month on the right side of the screen.

| -2 -0 @ QED B BD-FE-E »| e et vew Foortes Took pep

£il* Outiook Web Access i Calendar

[ Folders O (2 |FHew v | K | Today (1] (7] 530 1 S 2 (W @) He ) Log 0FF
3 (5 TEST, Crathall Saturday, February 21, 2004 4 February 2004 K
i fCalendar] = S M TWTE S
& Contacts AM PR TR o o
(5] Deleted Ttems 8
@Draﬂ's 1 2 3 4 5 86 7
lenhuK(Z) am g8 9 1011 12 13 14
I Journal 9 15 16 17 18 19 20 [z1]
[ig) unk E-mai 22 23 74 25 25 27 28
fg | Motes s
[ Outbox AM
[ Sent Items 10
& Tasks
AM
11
PM
12
PM
1
P
2
PM
L [
|~ Inbox
:ﬁ Calendar PM
%l Contacts 4
e
34 Tasks -
@ Public Folders 5
ﬁ Rules
PM
a Options G ﬂ
[&] pore I_IQ(Q_ # Internet

To change the way the calendar is viewed use the toolbar buttons at the top of
the calendar:

] Displays one day at a time (this is the default).
7 Displays a week at a time.

3—T|| Displays an entire month at a time.

Today

Takes you to the current date.
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Making New Appointments

There are two ways to create new appointments on your calendar. While viewing
the calendar you can click on the New button on the calendar toolbar, or you can
simply double-click on the calendar on the space corresponding to the desired
start time of the meeting. When you do a blank appointment window will appear.

'3 Untitled -- Appointment - Microsoft Internet Explorer

o ] |
s Save and Closel-j Lm +_*Recurrence. ., izjﬂlnvite attendess| &b | &) Help
Appointment I.ﬂ.vailability !
Subject: |
Location:
Atkachments: |
Start bme:  |5ak 2/21(2004 = |z:00 Pm AT Al day event
Endtime:  [Sat 2/z1/2004 = [z:30 Pm j
¥ Reminder: |15 rinukes vl Show time as: IBusy "I
=
=
[l L[5 [ meemet 4

Fill in the subject, the location (if needed) and the appropriate start and end times

and dates. If the appointment is a meeting or a trip that will last for several days,
place a checkmark in the All Day Event checkbox.

If you wish to be reminded about the meeting, place a checkmark in the

Reminder box and choose when you'd like to be reminded. The default setting is
15 minutes before the meeting occurs.

You can mark your calendar in different colors depending on the type of meeting.
Busy will mark your calendar in dark blue.

Out of the Office will mark your calendar in purple.
Tentative will mark your calendar in light blue.
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Free will mark your calendar in grey. This option is useful if you are just giving
yourself a reminder (such as for a Birthday) that you don’t actually have to
attend.

Inviting Attendees

If you are holding a meeting that you would like other people to attend, click on
the Invite Attendees button at the top of the appointment window. This will add
three lines to the top of your appointment: Required , Optional , and Resources .

In these three fields you will type the appropriate E-Mail addresses, or click on
the buttons to display the address book. When you have filled out all of the
required information, click Send. This will send the meeting request to the listed
individuals. They will send E-Mails back to you noting whether or not they will
attend.

Important Note:
Meeting requests should typically only be used to invite other individuals who are

on the SEM E-Mail system. Meeting requests do not always transfer well
between different company E-Mail systems.
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Recurrence

If you are scheduling a meeting that will happen on a regular schedule, or a
yearly event such as a Birthday, click on the Recurrence button on the
Appointment toolbar to setup recurrence information.

Choose how often the appointment should recur, and on what day. Next, choose
the start and end dates for the recurrence.

For Example: You have an appointment every 2 weeks on Thursdays. You have
12 total appointments. You should choose the following:

Recurrence Pattern: Weekly

Recurs every 2 weeks on Thursday
End after 12 occurrences
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CONTACTS

Contacts in OWA are very easy to create and manage.

To create a new contact, click on the New button on the Contacts toolbar. The
contact window will appear.
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